














Figure 18 Record Transfer Residence County Change Screen

05/ 20/2005 Pecord Transfer Re=derce Courky Change 4:11:55 PH
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Flaaze Ramamber:
Changing the County Of Eesiderncs o one nok in your garice area wil moye

the child's record to that county's datahase and you il no onges havs docess
to wigw or edht the record
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O E] Check hara whean pou have read e above raminder, *%

|change Residence County| [ <eren |

Options
| Change Residence County | — Modifies the Residence County
fidd in the Child Demographic I nfor mation screen

— Abandons the record transfer process and returnsto a
blank Child Record L ocator screen.

Step 9.  Select a County name from the drop down list.

Step 10. Click the checkbox below to mark an X. (This checkbox is
required to proceed.)

Step 11. Click the| Change Residence County | button. A message
prompt will be displayed with the name of the new
Residence County for that record (see Figure 19).

Figure 19 County of Residence Has Been Changed To M essage
:EuuntyﬂfREﬂdenceHasBEEnEh;ﬁ"*H;g: x|

Baker

4

Step 12. Click the button. The record has been transferred to
the new Residence County selected.
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]vcj} Hands-On Exercise 4: Transfer a child’srecord

1. Select the ADMIN option from the main menu.
2. Select the RECORD TRANSFER option from the main menu.
3. Enter the following information:
LastName Abs
FirstName Katie
4. Click the [Go ] button.

5. Click the Transfer & button.
6. Veify the child's demographic information and click the
button.
7. Click the [ Change Service County | button.
8. Sdlect Baker from the drop down list.
9. Click the| Change Service County | button (see message).
10. Click the button.
11. Note: Baker county now can view (not edit) this child’s record.
12. Select the ADMIN option from the main menu.
13. Select the RECORD TRANSFER option from the main menu.
14. Enter the following information:
LastName Abs
FirstName Katie
15. Click the [[Go ] button.

16. Click the Transfer & button.

17. Verify the child’ s demographic information and click the
button.

18. Click the| Change Residence County | button.

19. Select Baker from the drop down list and mark the check box
(after reading the warning message).

20. Click the | Change Residence County | button (see message).

21. Click the[ OK] button.

32 Fall 2005 Draft



Figure20

Reports 3

The REPORTS option is used to generate standard and customized
reports. The data facilitator should be familiar with standard report
options such as: Tracking, Timeline, Action Needed, Allsites,
Providers and Contacts, Mass Screening, A ppointment and
Demographic reports (see Figure 20). Data facilitators should
provide users with onsite support for report generation.

Reporting Screen

R0

[ Puw Tracking Feports ] [ ilsitas Rsport ]
l Tirmlra: Raports J l Providars & Corcacts Reparts J
| Reporter | | Mass scrsening |

[ Appointreant Echediuls Rapat ] [ Timahine Sction Maedad Repart ]
| Damographic Peparts | i‘;mr Coord Action Naeded ﬂ.rncrt]
Reporter

The Reporter program is used to generate customized reports in
CHRIS Plus. It providesthe flexibility to create layouts or to
modify existing layouts. The Reporter program includes a copy of
the standard tracking reports used in CHRIS Plus so that users can
duplicate, rename, change, or add on to the standard tracking
layouts to produce advanced reports. In addition, Reporter allows
the creation of FileMaker scripts which can be customized to
facilitate performing finds, sorting, and printing.

Reporter has no permission restrictions and is available to all
CHRIS users. Y &, the creation of reports should only be performed
by trained personnel. A basic understanding of the CHRIS Program
and the FileMaker Pro application is required to design custom
reports. Typically, the data facilitator regulates the usage, creation,
and uniformity of site-specific reports.
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IMPORTANT

Figure 21

Most reports (except Appointment Schedule, Demographic,
Timeline Action Needed, and Service Coordination Action Needed)
require a Nightly Update in order to reflect the most current data.
The Nightly Update is executed each night to import the most
recent data entered into the reporting files. As aresult, data
available for most reports will be as current as the previous day.

Allsites Report

The Allsites report provides a summary of FDLRS Child Find
activities by month and year for the five previous school years. The
following Allsites reports can be produced:

Workload by Center

Workload by County

Workload by Site

Unduplicated by Center

Unduplicated by County

Unduplicated by Site

Only the Help Desk can generate these reports. If a user clicks the

| Allsites Report | button from the Reporting screen, a message will
be displayed indicating that this report must be run by the Help
Desk (see Figure 21). The data facilitator will be responsible for
contacting the Help Desk to request an Allsites report.

Allsites Report Message

x

Given the nature of the master databaze and the complexity of the
Allzitez Repart it will no longer be available for each individual site to
rur, |F wou would like a copy of your Allzites Beport, please call the

help dezk and we will be happy to it for pou.

4
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Workload Report

The workload report isbased on a set of five events. This includes
the total number of Referral First Contact (First Contact with
FDLRS Date), Referral for Screening (Final Result Date), Referral
for Evaluation (Referral for Evaluation Date), ESE Eligibility (ESE
Eligibility Date), and FSP/IEP (FSP/IEP Date) events for each
school year (see Figure 22). The workload report includes archived
records.

Figure 22 Allsites Workload Report

All Sites Report Report Date: 101002002
Report Time: 10:24
Dade c»auntp'
Sum Of Count tanth
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FlrrtCortact o2m 51 i =] I = ex) o 1] 1] 1] 1] o Ixr
FlrstCoract i o 1 1] o 1] 1] o o 1] 1] 1] o 1
FIrstCoract Tiotal &10 =1 = 3 T Si2 s =B =] 23 210 162 agx
Soree i ligs LM 13 1= 172 157 122 o s ) 122 1% m ] 2,13
Soree nlngs ma1 T 122 145 125 194 121 an i =) M3 125 aw 196 2217
Sores nlngs a2 an 1w 143 2 an 215 9 v e ) =) 310 162 25232
Sores bl Ret o203 B B i LX) s o1 3 B N 10 2 o 21
Soree n g Ret i a o o a o o o a o o o o o
Sores b g Ret Total 52 (=) =51 [255] a2 (-1 =L Tia foes) T ™= = Tre
[=1=1E) ] =l 1] =3 a5 IE] T 12 = 62 I3 @w ™ @« ol =i
Eahation ma1 =] a T T2 =3 [ 2 ik 7 =} = 56 255
E@hation oia2 T 7 @ im 3 E1% a 6 m ) @ &1 1)
BhationRet o2m 18 11 2 16 21 2 Ti T =] H 1 o k1]
BE@hatoRar astal] o 1 o 1] 1] 1] o 1] 1] o o 1
EhationRet Total 225 1) e x5 m 1= 0 a2 am n ;s am ame
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ESE Eligbliny o203 a i N el T 1" 10 1 12 13 ) o e
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ESE Elgbling Tiotal Ea x| L I ;3 =T i) 2 ax pracs) 2 k) Az
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Figure23

Unduplicated Report

The unduplicated report is based on the number of children served
and contains the total number of children that have a Referral First
Contact (First Contact with FDLRS Date), Referral for Screening
(Final Result Date), Referral for Evaluation (Referral for
Evaluation Date), ESE Eligibility (ESE Eligibility Date), and
FSP/IEP (FSP/IEP Date) event (see Figure 23).

Allsites Unduplicated Report

Unduplicated COmparative 5 Year Child REPOF’.‘ Report Date:  2/11/2005
Broward 00untyr Report Time:  4:07 PR

Surm Of Count htonth

Category ‘ear Jul | Bug | Sep | Oct | MHow | Dec | Jan | Feb | Mar | Ipr | May | Jun |Grand Total
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Soree kg Ret actil} 191 |5 x5 an = 162 3= =5 s 15 166 110 213
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Figure 24

Figure25

Duplicate Child Report

The purpose of the Duplicate Child Report is to inform data
facilitators of possible duplicate records that may exist in the
system Duplicate records are problematic because they cause data
entry and reporting errors. Data facilitators should run a Duplicate
Child Report at least once per month The list of duplicate records
can show how often duplication occurs at the center and how well
data are being entered into CHRIS Plus.

To run a Duplicate Child Report in CHRIS Plus, complete the
following steps:

Step 1. Select the REPORTS option from the main menu. The
Reporting screen will be displayed (see Figure 24).

Reporting Screen

[ Puw1 Tracking Peports ] [ Allsitas Rsport ]
l Tl Rapots J l Prawidars & Cortacts Reports ]
| Faporter ] | Miss Scraening ]

[ action Keeded Report ]

[ Appointmant Echedule Rapait ] [ Timedine fction Meaeded Repart ]

| Damographic RPeparts | ISmr E‘uu’d.ﬁd.lnnﬂu:dl:dﬂrmrt]

Step 2. Click the [ Run Tracking Reports | button. A message will
be displayed (see Figure 25):

Wwhould vou lke to run Standard Beport for one Event Type |, Muliple
Ewent Typez or Demaographic Find DMLY

» [emo kultiple One
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Figure 26

Figure27

Step 3.

Click the button. The Demographic Information
Find screen will be displayed (see Figure 26).

Demographic Information Find Screen

cnl 1 DEMOGRAPHIC INFORMATION [_fedmend | o=@ |
FINDSCREEN i) (GRS

ehid tame: | Il | Wit | — ]

Doe: | w mtnCounty |

gys: [ | 3rd BTayi]

e |_:

e[| MWigew[ | Birth SkabeiTountry:
4 | Sarvioe Counky: |
Counky Of Besidania: |

il Birth Placs:

Locaton —-
5l L ncation:

Stalf Scsrored: |
—

Irkaragancy Rakase: | |

Fslaain Sar Date: |

]

ISC or Sarvies Comrdbnater [ |
Code: ]

Redaase End Dabe:

Curmert: Exeaptiongity: | ] Cupbcate Chikd Search Fiodd
Current Tmsline Status: | | L |
(Cument Sory Coord Status:| |

Pre-t Funding Program | 11 11

Agercius Froviders | 1l I[

Aduts

Lazt Hame

IFinJ: Illrnrlmidim "LW IPhunn

1 1

Bcrss |
aat ||

Courtesy Tihe| | wmctions To Home|

Step 4. Enter an exclamation mark (i.e., !) in the
Search Field and enter a County namein
Residence field.

Step 5.

be displayed (see Figure 27).

Demogr aphic Report Screen

Duplicate Child
the County of

Click the [ Perform Find | button The Reports screen will
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WARNINGC

Step 6. Click the button to view alist of possible
duplicates that should be reviewed in detail.

Step 7. View the results. Verify whether any duplicates exist in
the found set of records. If duplicates are found, mark
records for deletion.

Marking Duplicate Recordsfor Deletion

Data facilitators can mark duplicate records for deletion in CHRIS
Plus. However, records can only be permanently deleted by the
CHRIS Help Desk.

To mark records that need to be deleted by the CHRIS Help Desk,
complete the following steps:

Step 1. Select the LOCATOR option from the main menu.

Step 2.  Enter the search criteria in the appropriate fields to locate
the record that needs to be marked for deletion.

Step 3. Click the button.

Step 4. Click the Demo C button next to the record to be marked
for deletion. The child’s demographic information will be
displayed.

Step 5. Deletethe First Name and Last Name values. Enter
“Duplicate Child” in the Last Namefield.

It is also recommended that data facilitators print out alist of
duplicate child records to be deleted and child records to be kept in
the database. This report can be faxed or emailed to the Help Desk
for further review. In addition, data facilitators should compare the
duplicate and the matching records to make sure all appropriate
events are created in the child’s record that will be kept.

Improper deletion of a child’ s record will result in data loss!
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